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Performing Period-End Reconciliation
General Enterprise And Resource Support .
and Closing

Training Guide
QQ GEARS . . .

YE400

YE400 Performing Period End Reconciliation and Closing
Activities

Course Overview

The YE400 Performing Period End Reconciliation and Closing Activities course discusses the
processes dealing with period and year end closing activities. In this course, you will learn the

business processes used to manage period end processes - including month-end and year-end
close and reconciliation in GEARS.

Course Outline
The following sections and lessons provide information and step-by-step instructions on Period
End Processing:

Course Audiences and Prerequisites

Lesson 1: Adding Encumberable and Nonencumberable Transactions
Lesson 2: Closing the Commitment Control Budget

Lesson 3: Processing GL Year End Close

Course Summary

Course Audiences and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

¢« AOC
- Budgets and Reports
- Procurement and Contract Admin

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

AP DBF Year-End Processor
ePro Year-End Processor
Procurement Year-End Processor
CS Buyer Year End Transactions
GL Year-End Processing

GL Month-End Processing

KK Year End Processor

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e PO100 Understanding GEARS Procurement Processes
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o KK100 Understanding GEARS Commitment Control for Managing Budgets
e GL100 Understanding GEARS General Ledger Processes
e AP100 Understanding GEARS Payables

Lesson 1: Adding Encumberable and Nonencumberable Transactions

Lesson Overview
In this lesson, you will learn about processing rolling and non-rolling purchase order (PO)
transactions.

Lesson Outline
After completing this lesson, you will be familiar with:

e Running Mass Close for Open Non-rolling PO's
e Closing Non-Rolling PO Lines and Verifying the Amount
e Manually rolling encumberable PO into the next year

1.1 Running Mass Close for Open Non-rolling PO's
In this topic you will use the Buyer's WorkBench to close some open non-rolling PO's.

After completing this topic, you will be able to:
e Close any open, non-rolling PO's
Procedure

In this topic, you will close any open PO's that will not be used in the future.

Step Action

1. Navigate to the Buyer's Workbench page.

Click the Main Menu button.

2. Click the Purchasing menu.

| [J Purchasing "|
3. Click the Purchase Orders menu.

| 1 Purchase Orders F|
4. Click the Buyer's Workbench menu.

[ |=| Buyer's Workbench |
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OoRrRACLE
Home | Workist || AddtoFavorites | Sign out
Favorites - Main Menu > Purchasing > Purchase Orders > Buyer's Workbench
EMew Window ? Help B} hitp
Buyer's WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

Business Unit: = ~ MDJUD Q
WorkBench ID: begins with
Description:  begins with +

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

H100% ~

Step Action

5. The Buyer's WorkBench search page displays.

Enter the desired information into the WorkBench ID field. Enter a valid
value e.g. "AOC_UAT".

6. Click the Search button.
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General Enterprise And Resource Support

Home | workist || AddtoFavortes | Signout

Favorites ~ Main Menu > Purchasing > Purchase Orders > Buyer's Workbench

Buyer's WorkBench
Filter Options

Business Unit: MDJUD \WorkBench ID:

AOC UAT

Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

ACC_UAT
Description:

LLoEEEL

Purchase Order:
PO Date:
Activity Date:
Due Date:
Request BU:
Vendor ID:

ftem ID:

Buyer:

Contract SetiD:
Contract ID:

To:
To:
To:
To:
Requisition ID:

03/01/2013 03/30/2013

LEEEL

PR
2
¥

‘Contract Version:
Release Number:
GPOID: Q
GPO Contract:
Status

[¥] Open

[C] bispatched
Receiving

[7] Approved [CJDeniea

[[include Closed

[C]Pending Appr
[l cancelled

Recv Reqd: Optional -

© Al ©) Not Received © Partially Received © Fully Received
[C] Required [C] Not Required
© Al © None () Partial Match © Fully Matched

[C]open

FNewWindow ? Help [ Personalize Page Bjnttp =

H100% ~

Step Action

7. The Buyer's WorkBench - Filter Options page displays.

Scroll down to reveal additional fields.

8. Click the Dispatched option.

O

9. Click the Look up GL Unit (Alt+5) button.

&

10. The Look Up GL Unit window displays.

Click the MDJUD link.

11. Click the Sear_ch button.
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1=RACH

|| Add to Favorites

Favorites  Main Menu > Purchasing > Purchase Orders > Buyer's Workbench
FNewWindow ? Help [& Personalize Page B hitp
Buyer's WorkBench
Business Unit: MDJUD ‘WorkBench ID: ADC_UAT
*Description: loc uaT
Select POs for Further Processing
st of Purchase Orders | B | pownioad First | 10r9 O |ast
g':;':““ S";‘:z’ z&“ Hold PO Date. Last Activity Vendor ID Buyer :';';':‘ g:‘:?“ :';""" Lines
000000046 B open N 03112013 03/11/2013 0000000003 :I;‘res'“se"smndam
selectal O clearau
Action: | Approve | Unapprove | Cancel | Close |
| Dispateh Preview || BudgetCheck | Budget Pre-Check |
GoTe: Setfifter options Process Request Options
Process Monitor View Processing Results
| sae
=] wotity | |4 Refresh
javascrip itAction_wind(d ‘PO_RC_WB_SCRShvi Y, £100% ~
. .
12. The Buyer's Workbench page displays.

=RACH

workist | | Add to Favorttes

Favorites  Main Menu > Purchasng > Purchase Orders > Buyer's Workbench
L " L
Purchase Doc PO o Match Change  Blanket N
Order ctatus  |Status Hold PO Date Last Activity Vendor ID Buyer lAction order PO Lines
000000046 B open N 03112013 03/11/2013 0000000003 :I;‘res'“se" Standard
B open N 0311/2013  03/11/2013 0000007558 ConversionID Standard
B open N 0311/2013  03/11/2013 0000010430 :I;‘fs‘“se" Standard
B open N 03006/2013  03106/2013 0000010430 E:;‘fs‘“se" Standard
B open N 03112013 0311/2013 0000010429 :I;‘res'“se" Standard
B open N 03132013 031342013 0000000003 :I;‘fs'“se“ Standard
B open N 03132013 0313/2013 0000000003 :I;‘res'“se" Standard
B open N 03132013 031342013 0000000003 :I;‘fs'“se“ Standard
B open N 03/13/2013  03/13/2013 0000000003 :I;‘fs'““" Standard
™ secian O clearan
Action: | Approve | Unapprove | Cancel ]| Close J I
| Dispateh Preview || BudgetCheck | Budget Pre-Check ]
GoTo: Setfiter options Process Request Options
#100% ~
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Step Action

13. Scroll to the bottom of the page.

ORACLE
Home | Workist || AddtoFavorites | Signout
Favorites  Main Menu > Purchasing > Purchase Orders > Buyer's Workbench
r 3 — fa-
[ Dotai THELES
Purchase Doc PO Match Change Blanket
e Siatus  |Siatus Hold PO Date Last Activity Vendor ID Buyer Action Order Lines
[F] 0000000046 B open N 0311/2013  03/11/2013 0000000003 Elfe‘res‘”“" Standard =
[F1 0000000049 B open N 0311/2013 031112013 0000007558 ConversionID Standard = v
. PTP testuser - =
[ 0000000050 B open N 03112013 03112013 0000010430 TR Standard El
PTP testuser - =
[ 0000000040 B open N 03062013 03062013 0000010430 CTE Standard =
[F] 0000000047 B open N 0311/2013  03/11/2013 0000010429 Elfe‘res‘”“" Standard =
[ 0000000053 B open N 03132013 03/13/2013 0000000003 Elfe‘res‘”“" Standard =
1
[F] 0000000054 B open N 03132013 03/13/2013 0000000003 Elfe‘res‘”“" Standard =
- PTP testuser- =
7] 0000000055 B Open N 03132013 03132013 0000000003 F1E X Standard =l
[F] 0000000056 B open N 03132013 03/13/2013 0000000003 Elfe‘res‘”“" Standard =
selectal O clearau
Action: Approve Unapprove Cancel Close Il
Dispaich Preview Budget Check Budget Pre-Check
Go To: Setfiter options Process Request Options
o Blanit i inn D, Lt -
®100%

Step Action

14. You will now select the Open PO's that you will close.

Click the 0000000053 option.

15. Click the 0000000054 option.

16. Click the 0000000055 option.

17. Click the 0000000056 option.

18. Click the Close button.
| Close
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Home | Workist || AddioFavorites | Sign out

Favorites ~ Main Menu > Purchasing > Purchase Orders > Buyer's Workbench

FNewWindow ? Help [& Personalize Page B hitp

Buyer's WorkBench

Processing Results

Business Unit: MDJUD WorkBench ID: AOC_UAT
*Description: AQC UAT

Select POs for Further Processing

Accounting Date for Action: 03/14/2013 |[5)

[C] update Budget Date Equal to Accounting Date

Qualified Personalize | View A1 | B First £ 4 of4 1 (ast

Personalize | View Al B Fist KT 12074 O ast

PO ID Line Sched Distrib Line
POID Lag ®
=]

B 0000000053 22]

(] 0000000054 52]
™ selecta Dgiearan
Proceed: Yes No Refurn to Buver's WorkBench
[=] wotify  r Refresh

itAction_wind(d ‘PO_RC_WB_EXP_VWShviewallS0); H100% ~

Training Guide
Performing Period-End Reconciliation
and Closing

Step

Action

19.

The Buyer's WorkBench - Processing Results page displays.

Click the View All link.

20.

Click the 0000000053 option.

21.

Click the 0000000054 option.

O]

22.

Click the 0000000055 option.

23.

Click the 0000000056 option.

O]

24.

Click the Override button.

25.

Click the View All link.
View All

26.

Click the _Yes button.
Yes
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Message

Continue to Close POs. (10224,10)

[T

X' GEARS

o

General Enterprise And Resource Support

H100% v

Step Action

217. Click the Yes button.

28. Click the Budget Check button to verify the budget.
| BudgetCheck |

29. Click the Yes button to process the budget check.
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uttiChannel Consol

Add to Favorites

Favorites  Main Menu > Purchasng » Purchase Orders > Buyer's Workbench
FNew Window [ Personalize Page [S,http |
Buyer's WorkBench
Business Unit: MDJUD WorkBench ID: AOC
*Description: Procurement and Contract Admin
Select POs for Further Processing
st of Purchase Orders 1-80f8 Last
Detail Other
Purchase Doc . Match Change  Blanket N
Order Griin PO Status  Hold PO Datev Last Activity Vendor ID Buyer Action order PO Lines
000000045 B Complete N 011512013 01M7/2013 0000000003 jone,kevin Mo Maich
000000046 B Complete N 011152013 |01M7/2013 (000000007 jone,kevin  No Maich
000000047 B open N 01M5/2013 01152013 0000000009 jone,kevin  No Match
B open N 01115/2013  |01M§/2013 0000000008 jone,kevin Mo Maich 1
B open Y 011112013 01112013 000000O0DS jone,kevin  No Maich
B |open Y 01102013 01102013 0000000009 jone,kevin  No Match
B complete N 01007/2013  01M7/2013 00000123  Roberts, James Standard
B Complete N 1211412012 |01M7/2013 0000000001 Shahi,Meil Mo Maich
® selectan O glearan
Action: | Approve | Unapprove | Cancel | Close |
| Dispatch | | Preview | |  BudgetCheck |  BudgetPre-Check |
GoTa: Selfilter options Process Request Options L4
Process Monitor View Processing Results
| sae
4 I ] »
®100% ~

Step

Action

30.

Click the Save button.
Save

utiChannel Console Add to Favorites Sign out

Process Wonitor View Processing Results

Favorites = Main Menu > Purchasing > Purchase Orders > Buyer's Workbench
Fnew Window [& Personalize Page [Sihttp *|
Buyer's WorkBench
Business Unit: MDJUD ‘WorkBench ID: ADC
“Description: Procurement and Contract Admin
Select POs for Further Processing
List of Purchase Orders
" Dotail TR
Purchase - Match Change  Blanket
o PO Status  Hold PO Date~ LastActivity  Vendor ID Buyer e s
000000045 B Complete N 01152013 01M17/2013 0000000003  jone, kevin No Match
000000046 B Complete N 01152013 01M7/2013 0000000007  jone, kevin No Match
000000053 B Open N 01152013 0115/2013 0000000009  jone, kevin No Match
B Open N 0115/2013  0115/2013 0000000008 jone, kevin No Match 1
B Open Y 01112013 0111/2013 0000000009  jone, kevin No Match
B Open Y 01/10/2013 | 0110/2013 0000000009  jone, kevin No Match
B Complete N 01/07/2013  01M7/2013 00000123 Roberts, James Standard
B Complete N 12114/2012  01M7/2013 0000000001 Shahi, Neil No Match
Select All o Clear All
Action: | Approve | Unapprove | Cancel | Close |
| Dispatch | | Preview || BudgetCheck | Budget Pre-Check ]
Go To: Setfilter options Process Request Options

1L ]

rts.statemd.us:]’

pi//oracleld.c

LIB_PT_NAV.ISCRIPTI.

IScript_PT_NAV | =EPCO_PURCHASE_ORDERS #,100% ~
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Step Action

31. The selected PO's have now been closed. Next you will click on the PO ID link you
want to verify.

Click the 0000000053 link.

0000000046

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Purchase Orders

S New Window [ Personalize Page B} hitp

Purchase Order Inquiry
Purchase Order

Business Unit: MBJuD PO Status: Compl
PO ID: 0000000053 Budget Status: Valid
- Header

PO Date: 0115/2013

Vendor Hame: 804921036-001 Backorder Status: Mot Backordered
Vendor ID: 0000000003 Vendor Details Receipt Status: Not Recvd

Buyer: jone, Hold From Further Processing

fein I —
PO Reference: L i
Merchandise: 50.00

:eagergeta\\s . ;\'u H\r Document Status FreightTaxiMisc. 000

eader Comments Matching ) -
Change Order Aclivity Summary Total 00010

personaize | Find | view 41 | BV | B rrse Kl g o4 0 (ot
Merchandise

Line item ID Item Description Category PO Gty uoM L unt Status
1 B taet HVAC 1.0000 EA 50.00 USD Closed (@] [53
& Retumto Search | (] Notity | 5 Related ||
< m, | r
#100% ~

Step Action

32. Note that this PO's status is now Closed.

33. You have successfully completed the Running Mass Close for Open Non-rolling
PO's topic.

You have learned how to:

- Close multiple PQO's at once

- Verify the status of closed PO's
End of Procedure.

1.2 Closing PO Lines and Verifying the Amount

In this topic you will close PO lines for a purchase order that will not be used in the next fiscal
year.

After completing this topic, you will be able to:

e Close individual lines on an open PO
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In this topic you will close PO lines for a purchase order that will not be used in the next fiscal

year.
Step Action
1. Navigate to the Purchase Order page.
Click the Main Menu button.
2. Click the Purchasing menu.
| [ Purchasing "’|
3. Click the Purchase Orders menu.
| 1 Purchase Orders Pl
4, Click the Add/Update POs menu.

| [F] Add/Update POs |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

ENew Window B hitp

Purchase Order

( Find an Existing Value | (ECEELEAETTN

Business Unit: MDJUD &
POID: NEXT

Add

Find an Existing Value | Add a New Value

javascrip ction_win0(d #ICSrchTypeClassic); ®100% -
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Step Action

5. The Purchase Order search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

ORACLE

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

ENew Window B hitp
Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: =~ Mmoo o

POID: veginswitn ~ | |
Purchase Order Date: = - m

PO Status: = - -
short Vendor Name: beginswitn ~ [ |a

Vendor ID: beginswith ~[ @
Vendor Name: beginswith ~ [ |Q
Buyer: begins with « ]70\

Buyer Name: beginswith ~[ @

PO Type: = - .
Purchase Order Reference:  beginswith = | |

Hold From Further Processing D

[CIcase Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

®100% -

Step Action

6. The Find an Existing Value tab displays.

Enter the desired information into the PO ID field. Enter a valid
value e.g. "0000000108".

7. Click the Search button.
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Purchase Order

Main Menu > Purchasing » Purchase Orders > Add/Update POs

Training Guide
Performing Period-End Reconciliation
and Closing

WultiChann

Console

ew Window ersonalize Page p |
& New Wind P lize Page \Bhittp

=)

Business Unit:
POID:

Copy From:

PO Date:
“Vendor:
“Vendor ID:
“Buyer:

PO Reference:

Header Details

Purchase Order

MDJUD
0000000108

02119/2013 El
[225646768-MAN | @

0000000002 Q
ames.roberts Q

Vendor Search

Vendor Details
VERIZON WIRELESS

Roberts, James

~ Header

[rear end processing

Activity Summary

PO Defaults
Requisitions
PO Activities

Purchasing Kit

Lines

Document Status
Add Comments
Add ShipTo Comments

Catalog

Item Search

Add [tems From

PO Status:
Budget Status:

Approved
Valid

lold From Further Processing

Doc Tol Status: Valid
Receipt Status: Mot Reard
*Dispatch Method: Email +  Dispatch |

Amount Summary

Merchandise:

6,271.00
FreightTax/Misc.: 000 | Caleulate
Total Amount: 527100 USD
Encumbrance 627100 ysp

Balance:

Select Lines To Display
Line: Q o: Q| Retrieve

Personalize | Find |

£ ShpToMueDate ' Staiuses | feminformation | Aftrbutes | RFQ [ Contract | Receiving -

. L " . Merchandise

Line ftem Description PO Qty UOM  Category Price onouny Status

1 [ [s00-38COPYOD1 @ Black and White 2 8 10000 [EA|Q MISCELLANEOUS (530000000 5,300.00 Approved

2 Bcc3 @ |coffeemakers 2 8 10000 [PK|@Q, HOUSEHOLD  [400.00000 400.00 Approved | (>

3 R cc1 Q | Mai s B[ 40000 [PK|Q mMAIL_EQUIP 50.00000 200.00 Approved

. IEN ey P Pl —rr e o s I oo ool L~ T
4 I J 3

®100% ~

Action

The Purchase Order page displays.

Move the scrollbar down to reveal additional fields.

Favorites = Main Menu >

*Vendor ID:
“Buyer:
PO Reference:

Header Details

Purchasing

0000000002

VERIZON WIRELESS

Roberts, James

Purchase Orders > Add/Update POs

ear end processing

Activity Summary

Purchasing Kit

PO Defaults Document Status
Requisitions Add Comments
PO Activities

Add ShipTo Comments

Catalog

Item Search

Add [tems From

utiiChannel Consok Add to Favor

Receipt Status:

“Dispatch Method: Email | [ Biepatel

Amount Summary

Merchandise:

6,271.00
FreightTax/Misc.: 000 |- Caleulate |
Total Amount: 527100 USD
Encumbrance 627100 ysp

Balance:

Select Lines To Display

QTo: Q| Retrieve

Line:

Not Recvd T

A leceiving
Line Item Description PO Qty “UOM  Category Price “e’“"a“:l'.’:; Status
Black and White
iy Ci with
1 500-38COPY01 ey s e |FL[ 10000 A MISCELLANEOUS [5,300.00000 530000 Approved G
and 1100 sheets of paper. =
2 Coffeemakers @[ 10000 PK  HOUSEHOLD  [400.00000 40000 Approves | ¢
3 P [ 20000 PK  mMAIL_EQUIP 5000000 20000 Approved G
4 b 580-93DRUG0S E‘;”‘gr;e(:gt"g Urinalysis, &, 10000 EA  MISCELLANEOUS (2100000 21.00 Approved | (2
5 b 985 28WATERO1 g:ﬁl;’iﬁ;‘:’;‘gg SRR ®, 10000 EA  OFC_SUPPLIES 35000000 350.00 Approved | ()
View Printable Yersion f Close Short All Lines | . More - -
<[ n 3
ction_wir 'PO_LINES S0'); F100% -
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Step

Action

9.

Click the Statuses tab.

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs
T - hd T ue Uidils

“Vendor ID: VE WIRELESS
“Buyer: Roberts, James

Workist |

Home |

WultiChannel Console | Addto Favorites | Sign out

Receipt Status: Not Recvd i

“Dispatch Method: Email | (Bispatoh e

PO Reference: ve

Amount Summary

Header Details Activity Summary

PO Defaults Document Status
Reguisitions Add Comments
PO Activities Add ShipTo Comments

Purchasing Kit Catalog Item Search

Add Items From

Merchandise:

6,271.00 —
FreightTax/Misc.: 000 | Caleulate |
Total Amount: 627100 USD
Encumbrance 527100 usp
Balance:

Select Lines To Display

[ e [ ol Reiee |

Personaiize | Find

Line:

Fist Kl 45015

(" Details ( Ship Toue Date | == ( ftem Information |~ Atiributes | BFQ | Contract |( Receiving
Line Item Description Status Backorder Status

_ Black and White Copieriprinter/scanner
1 F 600-38COPY0D1 with inner finisher, data security kitand Approved Not Backordered A *

1100 sheets of paper

2 B cc3 Coffeemakers Approved Not Backordered A * |
3 B cc Wail Inserting/Folding/Sealing Machine Approved Not Backordered A X |
4 B2 880-03DRUGDY Drug Testing, Urinalysis, instanttest  Approved Not Backordered A *® Bl
5 2 985-28WATERD1 E::;er. Drinking Water, Rental or  |aoproved Mot Backordered A X |
View Printable Version [ ClosesnotAllines | goro: Vore -
|E) save | £ RetumtoSearch| [E] Notify |7 Refresh |

Uipds

<[

itAction_win0i{d: "CANCEL_LINE_PBS0");

avascrip

Step

Action

10.

¢

Click the Cancel Line button for the first line item.
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- F i and Closing

Message

This action will cancel line 1 for this purchase order. Continue? (10200,229)

The action that you are taking will cancel this line for this Purchase Order. If you do not

wantto cancel this line, then you cannot perform the action atthis time.

#100% v |

Step Action

11. Click the Ys button.

12. Click the Cancel Line button for the second line item.

X

Message

This action will cancel line 2 for this purchase order. Continue? (10200,229)

The action that you are taking will cancel this line for this Purchase Order. Ifyou do not

wantto cancel this line, then you cannot perform the action at this time.

S

®100% v
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Step Action

13. Click the Ys button.
i Yes
14. Click the Cancel Line button for the third line item.

X

Message

This action will cancel line 3 for this purchase order. Continue? (10200,229)

The action that you are taking will cancel this line for this Purchase Order. If you do not
wantto cancel this line, then you cannot perform the action atthis time.

®100% - |

Step Action

15. C|ICk the Yes button.
: Yes
16. Click the Save button.

E

17.

O

lick the Details tab.

b

Page 16



o

o

GEARS Training Guide

General Enterprise And Resource Support

Home | Workist | WufiChannel Console | Addto Favortes |  Sign out

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

*Vendor: 225646768-MAIN Vendor Details

tem Information

leceiving

Receipt Status:
*Vendor ID: 0000000002 VERIZON WIRELESS Not Recvd
“Di: X i - Dispaich
“Buyer: Roberts, James Dispatch Method: Email | J
PO Reference: | ear end processing b
Header Details Activity Summary Merchandise: 371.00 =
PO Defaults Document Status Freight/Tax/Misc.: 0.00 EENEEONES—
Requisitions Add Comments Total Amount: 371.00 USD (pe 50 Total
PO Activities Add ShipTo Comments Encumbrance 827100 ysp
Balance:
Add Items From Select Lines To Display
Purchasing Kit Catalo ltem Search Line: Q To: o Retieve

. o , ) Merchandise
Line Item Description PO Qty UOM  Category Price handiee status
Black and White
1 4 600-38COPY01 Copierfprinteriscanner with L1 10000EA  MISCELLANEOUS 5300.00000 5300.00 Cancsled | (O 3
inner finisher, data security kit
and 1100 sheets of paper.
2 Coffeemakers & 10000PK  HOUSEHOLD  400.00000 400.00 Canceled
3 m:g:"‘::m"w"'“‘"g’sea”"g 228 40000PK  MAIL_EQUIP 50.00000 200.00 Canceled
4 b 580-93DRUG0S E‘;”‘gr;e(:gt"g Urinalysis, &, 10000 EA  MISCELLANEOUS (2100000 21.00 Approved | (3
5 b 985 28WATERO1 SOEEE DI UEET ®, 10000 EA  OFC_SUPPLIES 35000000 350.00 Approved | (3|
Rental or Lease
4 ] r
100% ~

Performing Period-End Reconciliation
and Closing

Step

Action

18.

Note that the status of the PO lines has changed to Canceled where appropriate.

Home | Workist | MuttiChannelConsole | AddtoFavorites |  Signout

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

FNew Window [& Personalize Page &, hitp

Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Open A
PO ID: 0000000108 Budget Status: NotChkd ) B
Change Order: 1

Copy From: - iold From Further Processing

Doc Tol Status:
“PO Date: 021812013 [ vendor Search valid
“endor: 225646768-MAIN Vengor Detals
“Vendor ID: 0000000002 VERIZON WIRELESS

Receipt Status: Not Reovd

“Dispatch Method: Email - Dispaloh s
PO Reference: [vear end processing ENRRT SMATE SN
Header Details Activity Summary Merchandise: 371.00
PO Defaults Document Status Freight/Tax/Misc.: 0.00
Requisitions Add Comments Total Amount: 37100 USD
PO Activities Add ShipTo Comments Encumbrance 627100 Usp
Balance:
Add Items From Select Lines To Display
Purchasing Kit Catalog ltem Search e [ lare [ @ Remewe |

nes Personalize | Find | /

£ ShpToMueDate ' Staluses | feminformation | Aftrbutes | RFQ [ Contract | Receiving
e L, . Merchandise
ttem Description PO Qty UOM  Category Price e Status
Black and White
4 600-38COPY01 Copierfprinteriscanner with L1 10000EA  MISCELLANEOUS 5300.00000 5300.00 Cancsled | (O
inner finisher, data security kit
and 1100 sheets of paper o
4 I, J 3
ction_wi in0, PO_PNLS_WRK_APPROVE PB'); £100% ~
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Closing - P w

Step Action

19. Click the Approve PO button.

NOTE: The PO has changed, therefore it needs to be approved and budget checked
again.

]

Do you wish to save the current document? (10250,336)

If you choose Yes, document will be saved. If you choose No, document will not be saved

el w |

#100% ~

Step Action
20. Click the Yes button.
21. Click the Budget Check button.
22. Note that the Amount Summary has been updated to reflect the PO changes.
23. Click the Dispatch button.
| Dispatch |
24. The Dispatch Options page displays. Verify how you would like the PO to be
dispatched on this page.
Click the OK button.
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Step Action

25. Click the Yes button.
Once this is done, the PO will process then refresh and the PO Status will again be
"Dispatched".
es
26. You have successfully completed the Closing Non-Rolling PO Lines and Verifying

the Amount topic.

You have learned how to:
- Close multiple PO lines
- Budget check the lines
End of Procedure.

1.3 Manually Rolling Purchase Orders
In this topic, you will manually roll Purchase Orders that will be used in the next fiscal year.

After completing this topic, you will be able to:
e Roll POs into a new Approp. Year
Procedure

In this topic, you will learn how to roll over an encumberable PO into the next appropriation
year, manually.

Step Action

1. Begin by navigating to the Purchase Order page.

Click the Main Menu button.

2. Click the Purchasing menu.

| 3 Purchasing * |
3. Click the Purchase Orders menu.

| [ Purchase Orders F|
4, Click the Add/Update POs menu.

| [£] add/Update POs |
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Home | Workist | MukiChannel Console |  Sign out

Favorites  Main Menu > Purchasng » Purchase Orders > Add/Update POs
EMew Window ? Help B} hitp

=)

Purchase Order

Find an Existing Value Add aNew Value

Business Unit:| Q
POID: NEXT
Add

Find an Existing Value | Add a New Value

Step Action

5. The Purchase Order search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

Home | Workist | MukiChannel Console |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

ENew Windaw  ? Help 1B hitp

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

=  a

Business Unit:

POID: begins with = |
Purchase Order Date: - [&)
PO Status: - -
Short Vendor Name: begins with = | Q
Vendor ID: begins with = | Q
Vendor Name: begins with = | Q
Buyer: begins with = | Q.
Buyer Name: begins with = | Q
PO Type: - -
Purchase Order Reference:  begins with ~ |
Hold From Further Processing
[Clcase sensitive
Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value
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Step

Action

6.

The Purchase Order - Find an Existing Value tab displays.

Enter the desired information into the Business Unit field. Enter "MDJUD",

Click the PO ID list.

begins with -

Click the contains list item.

contains

Enter the desired information into the PO ID field. Enter 904",

10.

Click the Search button.

11.

Move the scrollbar downward to reveal additional fields.

12.

Your search results display.

Click the 0000000904 link.

Home | Workist | MukiChannelConsole | Signout

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

in Purchase Order |

Purchase Order

Business Unit: MDJUD PO status: Dispatched AE X

PO ID: 0000000904 Budget Status: Valid ’fi it

Copy From: hd [CJHold From Further Processing

~ Header

PO Date: 0412912013 B vendor Searcn Doc Tol Status: . v;!?

“Vendor: Vendor Details Eackarser Stats Backorgereg  L2ale BackOrder
Receipt Status: NotRecvd

“Vendor ID: ABC TEST COMPANY
h 3 - Dispatch
“Buyer: PTP test user -buyer Dispatch Method Email

PO Reference: [ Amount Summary
Header Details Activity Summary Merchandise: 375.00
PO Defautts Document Status FreightTax/Misc.: pog | Caleulate |
Requisitions Add Comments Total Amount: 375.00 USD T
PO Activities Add ShipTo Comments Encumbrance 37500 ysp

Balance:
Add ftems From Select Lines To Display

Catalog Item Search

Line: U To: O |t

Personaiize | Find | View 21| BL| 2 Fr

m Ship ToMDue Date || Statuses | fleminformation ' Afirbutes ' BFQ | Contract | Receiving

Merchandise

Line ttem Description PO Qty “UOM  Category Price Amount Status

1 B be Stamps, Rubber €[ 50000] EA  MISCELLANEOUS [75.00000 375,00 Approved {2

_— Close Short All Lines “Goto: More -

) seve| & RetumitoSearch | [+Z] PreviousinList | |45] tiexin i | (=] Notify | (4 Refresh B
< i '
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Closing

Step Action

13. The Maintain Purchase Order - Purchase Order page displays.
Verify the information on this page is correct.

Scroll the page to the right to access the Schedule button.

14, Click the Schedule button.

ORrRACLE
Home | Workist | MukiChannel Console |  Sign out

Favorites Main Menu > Purchasng > Purchase Orders > Add/Update POs
B New Window ? Help [ Personalize Page B hip

Maintain Purchase Order

Ischedules
Unit: MDJUD Vendor: ABCTESTCO-000 PO Status: Dispatched
POID: 0000000904 PO Date: 0472912013

Return to WMain Pagg

Find | View Al First I 1071 0 Lac

Line: 1 Item: DC-1 Stamps. Rubber PO Qty: 5.0000 EA Merchandise Amt: 375.00 usg
personaize | Find | view a0 | B B frat K gorq T ast

Statuses || Shipment | Matching | Receiing | Freignt | RTV

Merchandise

Sched “Due Date “Ship To Ship to GLN “PO Qty Price andse status
1 FZ 042912013 02 = 50000 75.00000 I7500Acive B @ B = =
JAdd ShipTo Comments

2 seve | [ RetumtoSearch | [+ PreviousinList | |42 tiexiin et | (] Wotity | |4 Refresh s Add iipdateis

I 3

Step Action

15. The Maintain Purchase Order - Schedules page displays.

Click the Distributions/ChartFields button.
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Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Home | Workist | MukiChannel Console |  Sign out

B New Window ? Help [ Personalize Page B hip

Distributions for Schedule 1

unit: MDJUD Vendor: ABCTESTCO-000
PG ID: 0000000904 Item: DCA :
Line: 1
Schedule: 1 Status: Active
Distribute By: Quantity -

Q. Julti-speedCharts

SpeedChart:

Stamps, Rubber

Schedule Qty: 5.0000
Merchandise Amount: 375.00 USD
Doc. Base Amount: 375.00 USD

S
personaiize | Find | view 20 | B | B st K qorq 1 st

Detaiis/Tax | Assetinformation | ReqDetail || Statuses |  Budget Information
Merchandise. oy yoe  BALEH L, Approp
st Status  Percent Poaty o Currency  “GLUnit PCA Fund Account  Program  \PPPP AppropYr  Dept
Open 100.0000 5.0000 375.00UsSD MDJUCQ, [C25 Q (60183Q, |0001Q, 0301 |Q |BO06 Q@ |[A0006 QY |AY2013Qy
o i ] v
OK Cancel Refresh

Step

Action

16.

Click the Statuses tab.

The Maintain Purchase Order - Distributions for Schedule 1 page displays.

17.

The Statuses tab displays.

Click the Cancel Distribution button.

b
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Message

Open requisition quantity for Req ID PTP.2.6.1 Line 1 Schedule 1 Distribution 1 to be
sourced again? (10200,42)

The purchase order sources requisitions. When you cancel, you can optto open the
requisition again for re-sourcing.

Dves ] mo | cancal |

Cancel Distribution

Step Action

18. A message displays.

Click the N button.

19. Click the Add multiple new rows at row 1 button.
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Worklist

MukiChannel Console

MDJUD Vendor:
PO ID: 0000000904 item:
Line: 1

1 status:
[Distribute By: Quantity -
SpeedChart: Q. ulti-speedCharts

[Chartfields || Details/Tax

oK
o] ENew Window ? Help [& Personalize Page B htp
ABCTESTCO-000
e Stamps, Rubber
Active
Schedule Qty: 50000
Merchandise Amount: 375.00 USD
Doc. Base Amount; 375.00 USD

First Kl 1 or1 XX Last

Assctinformation || ReqDetail | (U0 Budget Information
st Status Percent Doc Tol Status. Chartfield Status Peg Status
Canceled 100.0000 Valid Valid Not Pegged
OK | Cancel | Refresh

[

Step Action

20.
Click the OK button.
0K

The script prompt displays. Leave it defaulted at 1.

Favorites

Home |

Worklist

MukiChannel Console | Sign out
Main Menu > Purchasing > Purchase Orders > Add/Update POs
ENew Window ? Help [ Personalize Page B hip
Maintain Purchase Order
Distributions for Schedule 1
Unit: MDJUD Vendor: ABCTESTCO-000
PO ID: 0000000904 Item: DCA Stamps, Rubber
Line: 1
Schedule: 1 Status: Active
[Distribute By: Quantity e Schedule Qty: 5.0000
Merchandise Amount: 375.00 USD
SpeedChart: Q. Julti-SpeedCharts Doc. Base Amoun 375.00 USD

|chartfields | Detais/Tax | Assetinformation | Req Detail | =EU==W ( Budget information
st Status Percent Doc Tol Status Chartfield Status Peg Status
Canceled 100.0000 Valid Valid Mot Pegged
Open f100.0000 Valid Mot Pegged x
OK | Cancel | Refresh

[

Page 25




Training Guide 0~
Q% GEARS

Performing Period-End Reconciliation and _
Closin g General Enterprise And Resource Support

Step Action

21. Click the Chartfields tab.

Chartfields

22. The Chartfields tab displays.

Enter the desired information into the Batch Agy field. Enter "C25". You can then
continue carrying down the same chartfield values from the original distribution
line, into the new line.

NOTE: Do NOT carry over the Approp Year value.

23. Click the Budget Information tab.

| Budget Information |

24, The Budget Information tab displays.

Enter the desired information into the Budg Dt field. Enter "7/01/2013". You may
need to erase the date currently in the field. This value will set the Fiscal Year
(Budget Year) on the PO.

25. Click the O_K button.

Home | Workist | MultiChannel Console |  Sign out

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

I NewWindow 7 Help & Personalize Page B htip

Maintain Purchase Order

lschedules
Unit: MDJUD Vendor: ABCTESTCO-000 PO status: Dispatched
POID: 0000000904 PO Date: 04i29/2013

Return to Main Page

Find | View Al First & 4 of4 I (o]
Line: 1 Item: DC-1 Stamps. Rubber PO Qty: 50000 EA Merchandise Amt: 375.00 UsQ

Personalize | Find | View A1 B B foet Bl g opq I ot

Statuses | Shipment | Watching | Receiving | Ereight || BTV
" " E Werchandise
Sched ‘Due Date 'Ship To Ship to GLN PO Qty Price Jr Status
1 [ 0412012013 02 = 5.0000 75.00000 7500 Active T o BB B =

jAdd ShipTo Comments

[E) save [\ ReturntoSearch 4] Previousinlist | 1w st [Z] Wotify L Refresh B {i pdate/Dis|

Page 26



Q- Training Guide
QQ GEA R S Performing Period-End Reconciliation
3 General Enterprise And Resource Support and Closing

Step Action

26. The Maintain Purchase Order - Schedule page displays.

Click the_ Save button.

27. Click the Return to Main Page link.

|Return to Main Page

Home | Workist | MultiChannel Console |  Sign out

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

ENewWindow ? Help [& Personalize Page B htp  *|

in Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Dispatched ABE X
POID: 0000000804 Budget Status: Notchkd B O §E R
Copy From: hd [T Hold From Further Processing
Doc Tol Status:
PO Date: 04120/2013 5 vendorSearch Nr:l;(cm
Backorder Status:
“vendor: Vendor Details Backordereg  Leale BackOrder
I Receipt Status:
Vendor D ABC TEST CONPANY ot Recud
“Dispatch Method: Email - Dispalel
Buyer: PTP test user-buyer P
PO Reference: Amount Summary |
Header Details Activity Summary Merchandise: 375.00
PO Defaults Document Status FreightTax/Misc.: 000 Calculate
Requisitions Add Comments Total Amount: 375.00 USD
PO Activities Add ShipTo Comments Encumbrance 375.00 ysp
Balance:

Add Items From

Select Lines To Display
Catalog ltem Search Line: Q 1q: Q| Reteve

Personaiize | Find | Vicv 1| B | 3

Ship Jo/Due Date | Statuses | ftem Information ' Aftributes | RFQ | Contract |~ Receiving

Merchandise

Line Item Description PO Gty *UOM  Category Price “Amount STTUS
B2 pe1 Stamps, Rubber 58 500000 EA  MISCELLANEOUS [75.00000 375.00 Approved | () E_G\\

—_— Close Short Al Lines “Goto: More -

== ) (5 (G e — -

Step Action

28. The Maintain Purchase Order - Purchase Order page displays.

Notice the Budget Status reads "Not Chk'd" and the PO Status reads
"Dispatched".

Click the Budget Check button.
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ORrRACLE

Fawi

Home | Workist | MukiChannel Console |  Sign out
orites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

Enewwindow 7 Help [ Personalize Page [ htp ~

in Purchase Order
Purchase Order
Business Unit: MDJUD PO Status: Dispatched AE X
PO ID: 0000000904 Budget Status: valig BB
Copy From: - [7] Hold From Further Processing
- Header
Doc Tol Status: i
*PO Date: 04/29/2013 [ Vendor Search oc Tol Status V:l!?
Backorder Status:
“Vendor: ABCTESTCO- endor Details Backordereq  Creale BackOrder
e Receipt Status:
*Vendor ID: 00001043 ABG TEST. COMPANY. - Not Recvd
*Dispatch Method: Email - Dispatch;
*Buyer: ones PTP testuser -buyer P
PO Reference: Amount Summary
Header Details Activity Summary Merchandise: 375.00
PO Defaults Document Status FreightTaxiMisc.: 0.00 Calculate E
Requisitions Add Comments Total Amount: 375.00 USD
PO Acliities Add ShipTo Comments Encumbrance 37500 ysp
Balance:
Seloct Lines To Display
Catalog liem Search tne: | Qe | @) Retieve
Personalize | Find | View A1 1B | 3 Fie
Ship To/Due Date [ Statuses | kem information  Atiributes | BFQ " Contract || Receiving
Line tem Description PO Qty oM  Category Price Mam'“:r"‘gi‘i Status
1 B pc1 Stamps, Rubber & 50000 EA  MISCELLANEOUS [75.00000 375.00 Approved ()
Yiew Printable Version Close ShortAll Lines “Goto: More -
/B Save |\ RetuntoSearch | |[Z7 Notify | | Refresh S

<

I b

Step

Action

29.

The Budget Status passed checking and is now "Valid". The PO Status should stay
unchanged.

30.

You have successfully completed the Manually Rolling encumberable POs into the
Next Appropriation Year topic.

You have learned how to:
- Manually roll over an encumberable PO
End of Procedure.

Lesson 2: Closing the Commitment Control Budget

Lesson Overview
This lesson will discuss the process of closing the commitment control budget

Lesson Objectives
After completing this lesson, you will be familiar with:

e Closing the commitment control budget

2.1 Closing the Commitment Control Budget

In this topic, you will use Commitment Control to close the budget. The Budget close will be an
annual process.

After completing this topic, you will have learned how to:
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e Close budgets for the fiscal year
Procedure

In this topic, you will close a commitment control budget.

Step Action

1. Navigate to the Control Budget Options page.

Click the Main Menu button.

2. Click the Commitment Control menu.

| (1 Commitment Control * |
3. Click the Define Control Budgets menu.

| 3 Define Control Budgets * |
4. Click the Budget Definitions menu.

| £ Budaget Definitions |
5. The Budget Definitions search page displays.

Click the Look up Ledger Group (Alt+5) button.

Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with ~ |

LookUp | Clear | Gancel |gasiclookup
Search Results

ew 100 First [q] 15015 [5] Lasl

Ledager
Description Group
Tvpe
ETAIL Detail Ledger Group Expense
OPER DTL Operating Detail Ledger Group Expense
OPER SUM Operating Summary Ledger Group Expense
PROGRAM  Program Ledger Group Expense
PROJ GRNT ProjectiGrant Ledger Group Expense

javasc "#ICRowl); #,100%

Page 29




Training Guide {3@ GEARS

Performing Period-End Reconciliation and _
Closin g General Enterprise And Resource Support

Step Action

6. The Look Up Ledger Group window displays.

Click the OPER_DTL link.

7. Click the Correct History option.
] correct History|

8. Click the Search button.
Search _

OoRrRACLE
Home | Workist | MukiChannel Console |  Sign out

Favorites  Main Menu > Commitment Control » Define Control Budgets > Budget Definitions

& NewWindow 7 Help [# Personalize Page &, hiip
(NI T (Tl RuleseiChartfield ' Keys and Translations ' Expiration Charffield | BudastPeriod Stalus | Control ChartField | Offsels

SefiD:  SHARE Ledger Group: OPER_DTL
Effective Date Find | View All First K 4 of 4 I {ast
P —
*Effective Date: bii012000 s *Status: Active - HE
*Description: [operating Detail Budget Def Definition Status: valig (]

Budget Type: Expense Associated Expendiure Budget: ]
Tolerance Percent: Parent Control Budget: OPER_SUN Q

Ruleset and Control ChartField

*Ruleset CF: Tree Name: KK_PRGM_01 Level Name: LEVEL_3 Q
*Control CF: Expiration CF: h Default Ruleset: DEFAULT
‘Commitment Control Options
*Control Option: Tracking w/ Budget - *Budget Status: Open -
[T entries Must Balance [CJEnable Funding Source
[Tl Enable Statistical Budgeting
[¥] Child Budgets Exceed Option
5 save [\ ReturntoSearch  [=] Notify E¥ Add Update/Display  J2 Include History EGomrestdistony

Contral Budget Options | Ruleset Chartfield | Kevs and Translations | Expiration Chartfield | Budget Peried Status | Control ChartField | Offsets | Excluded Account Types

javascript: submitAction_win(document.wind, #ICPaneld); H100% -

Step Action

9. The Control Budget Options page displays.

Click the Budget Period Status tab.
" Budget Period Status |
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Home | Workist | MukiChannel Console |  Sign out

Favorites  Main Menu > Commitment Control » Define Control Budgets > Budget Definitions

FNewWindow ? Help [& Personalize Page ) hitp

Control Budget Options Ruleset Charffield Keys and Translations Expiration Chartfield Budget Period Status »

SefiD: SHARE Ledger Group: OPER_DTL
Find | View Al First K 4074 1 Last
*Effective Date: pioizooo *Status: Active - E=
“Description: [Operating Detail Budget Def Definition Status: valid [}
Budget Period Calendars Find | view A1l First K 1071 13 Last
+
Calendar ID: BY | EHE
Budget Period Values Personaiize | Find | Viev 1] B st K 10r1 O Last
Budget Period Budget Status
[2013 @ Open [=] =
|8 save | |2 Rewmtosearcn (=] Hotty | B p0a| |2 || (81 ncluge History. | [ Corestrision |
Control Budget Options | Ruleset Charffield | Keys and Tr | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

H100% ~

Step Action

10. The Budget Period Status tab displays.

Click the Budget Status list.

|Dpen |L]

11. Click the Closed list item.

Closed

12. Click the Save button.
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Message

Warning — Changes ta the budget definition will not update previously posted transactions
(18021,892)

H100% v

Step Action

13. NOTE: This is just an informational warning.

Click the O button.

Message

‘Warning — Changes to the parent budget may cause data problem in child budget, please
check child budget (18021,955)

®100% v
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Step Action

14. NOTE: This is just an informational warning.

C|ICk the OK button.

15. The Budget is closed.

16. You have successfully completed the Closing a Commitment Control Budget topic.

You have learned how to:
- Close a commitment control budget
End of Procedure.

Lesson 3: Processing GL Year End Close

Lesson Overview
This lesson deals with the opening and closing of the GL year end close. In GEARS, all other
modules must be closed prior to closing the General Ledger.

Lesson Objectives
After completing this lesson, you will be familiar with:

Opening the Adjustment Period for GL

Opening Regular Accounting Period for All Modules

Closing the Regular Accounting Period for All Modules Except GL
Posting a journal to an adjustment period

Closing Period 998

Closing Period 12 (GL)

3.1 Opening the Adjustment Period for GL
In GEARS, accounting periods are opened by module. For example, an accounting period could

be open for General Ledger transactions and closed for Accounts Payable transactions. Generally,
accounting periods represent a month within the fiscal year so that there are periods 12 periods
for the year. An Adjustment Period (998) serves as the equivalent of a "13th Period". When
entering a General Ledger journal, you can choose to post journals in either a regular period or an
adjustment period.
In this topic, you will open the 998 adjustment accounting period for General Ledger.
After completing this topic, you will be able to:

o Verify that the 998 adjustment accounting period is open for General Ledger.

Procedure

In this topic, you will open the 998 adjustment accounting period for General Ledger.
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Step Action

1. Navigate to the Open Period Update page.

Click the Set Up Financials/Supply Chain menu link.
[l Set Up Financials/Supply Chain|

2. Click the Business Unit Related link.
Business Unit Related

3. Click the General Ledger link.

4, Click the Open Periods link.

5. Click the Open Period Update link.

|Dgen Period Ugdatg

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update

& New Window ? Help & http
Open Period Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

PeapleSaft Product: [begins with =] | Q
Business Unit: = > Q.

Ledger Group: B a

Search Glear |Basic Search Save Search Criteria

Step Action

6. The Open Period Update search page displays.

Enter the desired information into the PeopelSoft Product field. Enter "GL".

Enter the desired information into the Business Unit field. Enter "MDJUD",

Enter the desired information into the Ledger Group field. Enter "Actuals".
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Step

Action

9.

Click the Search button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update

& New Window ? Help &, http

Open Period Update

People Soft Product: GL  Business Unit WDJUD  Ledger Group: ACTUALS
I Show ail fransaction ipes o

Ledgers for a Unit
#H st K 16016 O Lost

Trans Type Description From Year From Period First Open ToYear  ToPeriod  LastOpen
DEF Default | 2013 [ 4@ 10012012 (2013 [ sa 11302012
PCA ProcurementCar || 2013Q, | 4@ 10012012
POR Purchase Order [2013@ [ 4@ 10012012
RCA Receipt Accrual [ 2013 [ 4@ 1o0i2012
REQ Requisition [2013q [ 4a 10012012
UNP GLJoumalUnpost [ 2013 [ 4@ 10012012

(2013l [ sla 1130012
[2013)@, [ @ 11z0m012
(2013 [ sa 11302012
(2013l [ sl 11z0m012
[2013j@, [ §a 11somo12

= 4 of4

“Adjustment Period “Adjustment Year Is Open Default

998/ | 2013Q r =2

B save | & Retumn to Search Notify

Step

Action

10.

The Open Period Update page displays.

In the Include Adjustment Periods section, click the Is Open option. Doing this
will open the specified Adjustment Period for the specified year.

11.

Once you have learned how to open the Adjustment Period for GL, you can repeat
the process for other modules.

Click the Save button.

12.

You have successfully completed the Verifying Open Adjustment Period for GL
topic.

You have learned how to:
- Open an adjustment period

End of Procedure.
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3.2 Opening Regular Accounting Period for All Modules
The GEARS system has a Mass Update capability, which allows you to open or close regular

accounting periods en mass. In this script, you will open the regular accounting period for
General Ledger and the other modules.
After completing this topic, you will be able to:

e Open the regular accounting period for all modules

Procedure

In this topic, you will open the regular accounting period for all GEARS modules, via mass
update.

Step Action

1. Navigate to the Open Period Mass Update page.

Click the Set Up Financials/Supply Chain link.
i Set Up Financials/Supply Chain|

2. Click the Business Unit Related link.

Business Unit Related

3. Click the General Ledger link.

4, Click the Open Periods link.

5. Click the Open Periods Mass Update link.

[Open Periods Mass Update
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favortes ~ Main Menu > Set Up Financials/Supply Chain > Busiess Unt Related > General Ledger > Open Periods > Open Periods Mass Update
FINew window [ Personalize Page Bl hitp

Open Period Mass Update
Selection Criteria
*People Soft Product *Calendar Unit Ledger Group

GL @ General Ledger [0z MDJUDIQ,  [ACTUALS @

People Soft Product Description

GL General Ledger,

From Year From Period To Year To Period Def Adj Year Def Adj Period
Q Q Q Q a Q | ooy |
Migrate Selectedto Subsystems: [ AP TEex [am e TaR Mec TN | Migrate |

Select All O cClearal

@ save | [] notry |

Training Guide
Performing Period-End Reconciliation
and Closing

Step

Action

The Open Period Mass Update page displays.

Be sure the Selection Criteria is filled in correctly.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites  Main Menu > Set Up Financiaks/Supply Chain > Busiess Unk Related > General Ledger > Open Periods > Open Periods Mass Update
#)New Window [& Personalize Page &) http

Open Period Mass Update

“PeopleSoft Product “Calendar Unit Ledger Group

[0z q wDJUDG,  [ACTUALS @ | Seaeh |

People Soft Product Description

L General Ledger

From Year From Period To Year To Period Def Adj Year Def Adj Period
aQ aQ aQ aQ aQ o | ey
Migrate Selected to Subsystems: Fap Mex Tam e Tar [Cpc N | Mgrate

Select All O clearal

&) save | [Z] Moty |
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Step Action
7. Click the Search button.
Enter the desired information into the From Year field. Enter "2011".
. Enter the desired information into the From Period field. Enter "12",
10. Enter the desired information into the To Year field. Enter "2013".
11. Enter the desired information into the To Period field. Enter "10".
12. Click the Select All link.
Select All
13. Click the Apply button
14. Click the AP option.
™ ap
15. Click the AM option.
16. Click the Bl option.
I B
17. Click the AR option.
18. Click the PC option.
19. Click the IN option.
T IN
20. Click the Migrate button.
21. Click the Save button.
22. You will now verify that the modules you have selected are open.
Click the Open Periods button.
23. Click the Open Period Display menu.
| |=| Open Period Display
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Home | Workist | MuliChannel Consdle | AddtoFavorites |  Signoul
Favorites ~ Main Menu > Set Up Financials/Supply Chain » Busness Unk Related > General Ledger » Open Periods > Open Period Display

& New Window B htp
‘Open Period Display

Enter anyinformation you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

-~ Search Criteria

People Soft Product:| begins with i Q

Business Unit:

e 8

Search Clear g, h [E Save Search Criteria

Step Action

24, The Open Period Display page displays.

Click the Look up PeopleSoft Product (Alt+5) button.

Look Up PeopleSoft Product

People Soft Product:begins with ] |

Search Results

neral L edger
Inventor

roject Costing
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Step Action

25. The Look Up PeopleSoft Product window displays.
Click the AP link.
26. Click the Look up Business Unit (Alt+5) button.

Look Up Business Unit

Business Unit: begins with ]
iption: ~ [begins with =] | |

Look Up Clear Cancel | Basic Lookup

Search Results

Step Action

217. The Look Up Business Unit window displays.
Click the MDJUD link.
28. Click the Look up Ledger Group (Alt+5) button.
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Look Up Ledger Group

Ledger Group:[begins with =] |

Search Results

Ledger

. Ledger
{; Description

RETUALS  Actals Ledger Group

DETAL __ DefailledgerGroup ___ Defail |
\OPER DTL _Operaling Detail Ledger Group _Detail
\OPER_SUM Operaling Summary Ledger Group Detail |
[PROGRAM _Program Ledger Group _ Defail
[PROJ GRNT ProjectGrant Ledger Group _Defail |

Step

Action

29.

The Look up Ledger Group window displays.

Click the ACTUALS link.

30.

Click the Sarch button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Unk Related > General Ledger » Open Periods > Open Period Display

B New Window [ Personalize Page B, http

Open Period Display

People Soft Product: AP Business Unit: MDJUD  Ledger Group: ACTUALS

st K1 4014 1 Last

From Year From Period BeginlLag FirstOpen ToYear ToPeriod Endlag LastOpen

201 12 006/01/2011 2013 10 004/30/2013

4 Return o Search | =) ety |

Step Action

31. The Open Period Display page displays. Review the details.

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Unk Related > General Ledger » Open Periods > Open Period Display

B New Window [ Personalize Page B, http

Open Period Display

People Soft Product: AP Business Unit: MDJUD  Ledger Group: ACTUALS
FE : %

Personaize | Find | B st B qora O ast
From Year From Period BeginLag  FirstOpen ToYear ToPeriod  Endlag LastOpen
2011 12 0060172011 2013 10 00433022013

| &0 Returnfo Search | |[=] Moty |
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Step Action
32. Click the Return to Search button.
L4 Return to Search |
33. Click the Look up PeopleSoft Product (Alt+5) button.
Look Up PeopleSoft Product
People Soft Product:begins with ] |
[“Lookup. | Glear || Cancel |gasic Lookun
Search Results
Step Action
34. The Look Up PeopleSoft Product window displays.
Click the AR link.
[g]
35. Click the Search button.
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ORrRACLE

GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favgrites  Main Menu > Set Up Financia/Supply Chan » Busness Uni Related > General Ledger > Open Periods > Open Period Display
B New Window (& Personalize Page &, http
Open Period Display
People Soft Product: AR Business Unit: MDJUD Ledger Group: ACTUALS
:;2" Descripti :a’r" 'F,::" " f:g'" First Open ToYear To Period LE:: Last Open
DEF Default 2011 12 006/012011 2013 10 0 04/30/2013
L. Retumn o Search  |[=] Moify
Step Action
36. The Open Period Display page displays.
Click the Show all transaction types option.
|
| I Show ali transaction types]
37. Review the details.

Click the Return to Search button.
|§_:{ Return to Search |

38. Click the Look up PeopleSoft Product (Alt+5) button.

=
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N and Closing
Look Up PeopleSoft Product
People Soft Product:begins with ]|
[TUD][W] Cancel | Basic Lookup
Search Results

Step Action

39. The Look Up PeopleSoft Product page displays.

Click the Bl link.
40. Click the Search button.
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Closing
OrACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Set Up Financials{Supply Chan » Busness Un Related > General Ledger » Open Periods > Open Period Display
B New Window [ Personalize Page B, http
Open Period Display
People Soft Product: Bl Business Unit: MDJUD Ledger Group: ACTUALS
2011 12 006/0172011 2013 10 0 04/30/2013
L\ Returnio Search [ Moty
Step Action
41. The Open Period Display page displays.
Click the Show all transaction types option.
|
| I Show ali transaction types]
42, Review the details.
Click the Return to Search button.
|§_:{ Return to Search |
43. Click the Look up PeopleSoft Product (Alt+5) button.

=
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Look Up PeopleSoft Product
People Soft Product:begins with ]|
[TUD][W] Cancel | Basic Lookup
Search Results
Step Action
44, The Look Up PeopleSoft Product window displays.
Click the GL link.
el
45, Click the Search button.
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Closing

ORACLE
Home | Workist |  MufiChannel Console |
Favorites - Main Menu > Set Up Financials/Supply Chain > Business Unk Related > General Ledger > Open Periods > Open Period Display

B New Window [ Personalize Page B, http

Open Period Display
People Soft Product: GL Business Unit: MDJUD  Ledger Group: ACTUALS

o

Personaize | Find | B | 5 First 1 46016 L [ast

Trans Type Description From Year From Period FirstOpen ToYear ToPeriod LastOpen
DEF Default 2011 12 06/01/2011 2013 10 04/30/2013
UNP GL Journal Unpost 2011 12 06/01/2011 2013 10 04/30/2013
PCA Procurement Car 2011 12 06/01/2011 2013 10 04/30/2013
RCA Receipt Accrual 2011 12 06/0172011 2013 10 04/30/2013
REQ Requisition 2011 12 06/01/2011 2013 10 04/30/2013
POR Purchase Order 2011 12 06/01/2011 2013 10 04/30/2013

*Adjustment Period *Adjustment Year Is Open Default

998 2013 [ =

£\ Returnto Search =] Notify

GEARS

General Enterprise And Resource Support

Add fo Favorites | Sign out

Step

Action

46.

The Open Period Display page displays. Review the details.

Click the Return to Search button.
|§_:{ Return to Search

47.

Click the Look up PeopleSoft Product (Alt+5) button.

=
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N and Closing
Look Up PeopleSoft Product
People Soft Product:begins with ]|
[TUD][W] Cancel | Basic Lookup
Search Results

Step Action

48. The Look Up PeopleSoft Product window displays.

Click the IN link.
49, Click the Search button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Unk Related > General Ledger » Open Periods > Open Period Display

B New Window [ Personalize Page B, http

Open Period Display

People Soft Product: IN Business Unit: MDJUD  Ledger Group: ACTUALS

Personaize | Find | B | %5 Frst & 4014 1 [ast
From Year From Period BeginLag  FirstOpen ToYear ToPeriod  Endlag LastOpen

201 12 006012011 2013 10 004/30/2013

L\ Relum to Search | |[Z] Motify

Step Action

50. The Open Period Display page displays. Review the details.

Click the Return to Search button.
|§_:{ Return to Search

51. Click the Look up PeopleSoft Product (Alt+5) button.

=
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- E W and Closing
Look Up PeopleSoft Product
People Soft Product:begins with ]|
| LookUp | Clear | Cancel |BasicLookup
Search Results

Step Action

52. The Look Up PeopleSoft Product window displays.

Click the PC link.
53. Click the Search button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Unk Related > General Ledger » Open Periods > Open Period Display

B New Window [ Personalize Page B, http

Open Period Display
People Soft Product: PC Business Unit: MDJUD  Ledger Group: ACTUALS

| | B2 ot Kl 4014 D2 Lo

From Year From Period BeginlLag FirstOpen ToYear ToPeriod Endlag LastOpen

2011 12 006012011 2013 10 004/30/2013

L\ Relum to Search | |[Z] Motify

Step Action

54, The Open Period Display page displays. Review the details.

55. You have successfully completed the Opening Regular the Accounting Period for
All Modules topic.

You have learned how to:
- Open and review the regular accounting period for all GEARS modules
End of Procedure.

3.3 Closing the Regular Accounting Period for All Modules Except GL
An Adjustment Period (998) serves as the equivalent of a "13th Period". When entering a General

Ledger journal, you can choose to post journals in either a regular period or an adjustment period.
NOTE: The General Ledger cannot be closed until all other modules are closed before it. In this
topic, you will close the regular accounting period for all modules except for General Ledger.
After completing this topic, you will be able to:

o Close the regular accounting period for all modules except for GL

Procedure

In this topic, you will close the Regular Accounting Period for all modules, except for GL.
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Step Action

1. Navigate to the Open Period Update page.

Click the Set Up Financials/Supply Chain link.
|l Set Up Financials/Supply Chain|

2. Click the Business Unit Related link.

gsiness Unit Related

3. Click the General Ledger link.

4, Click the Open Periods link.
Open Periods

5. Click the Open Period Update link.
QE“ Period Ugatel

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update
& New Window B htp

Open Period Update
Enter any information you have and click Search. Leave fields blank for a list of all values

.‘ i 1‘. Iai A.i I‘i‘

PeopleSoft Product: [ begins with =] | Q
Business Unit: = > Q.
Ledger Group: = = Q

Search Clear |Basic Search Save Search Criteria

Step Action

6. The Open Period Update search page displays.

Click the Look up PeopleSoft Product (Alt+5) button.
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Look Up PeopleSoft Product

People Soft Product:begins with ]|

Look Up Clear Cancel | Basic Lookup

Search Results

Step Action

7. The Look Up PeopleSoft Product window displays.
Click the AP link.
8. Click the Look up Business Unit (Alt+5) button.
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General Enterprise And Resource Support

N and Closing
Look Up Business Unit
Business Unit:| begins with i
[ ookup || Clear | Cancel |gasic Lookup
Search Results
Step Action
9. The Look Up Business Unit window displays.
Click the MDJUD link.
10. Click the Look up Ledger Group button.
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Look Up Ledger Group

Ledger Group:[begins with =] |

Search Results

Ledger

. Ledger
{; Description

RETUALS  Actals Ledger Group

DETAL __ DefailledgerGroup ___ Defail |
\OPER DTL _Operaling Detail Ledger Group _Detail
\OPER_SUM Operaling Summary Ledger Group Detail |
[PROGRAM _Program Ledger Group _ Defail
[PROJ GRNT ProjectGrant Ledger Group _Defail |

Step Action

11. The Look Up Ledger Group window displays.

Click the ACTUALS link.

12. Click the Sarch button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Uni Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: AP Business Unit: MDJUD

From Year  From Period  Beginlag  FirstOpen To Year To Period EndLag LastOpen

2011Q | 12Q | o [o6m12011 2013 Q | 10/Q 0 (04302013

B Save &4 Returnto Search Hotify

Step Action

13. The Open Period Update page displays. To close an Open Period, simply change
the From Year and From Period fields to appropriate values that do not include the
period you wish to close.
Enter the desired information into the From Year field. Enter "2012".

14. Enter the desired information into the From Period field. Enter "1".

15. Click the Save button.

16. Click the Return to Search button.
|J§_l Return to Search |

17. The Open Period Update search page displays.

Click the Look up PeopleSoft Product (Alt+5) button.
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Look Up PeopleSoft Product

People Soft Product:begins with ]|

Look Up Clear Cancel | Basic Lookup

Search Results

neral L edger
Inventor
roject Costing

Step Action

18. The Look Up PeopleSoft Product window displays.
Click the AR link.
[ag]

19. Click the Search button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Uni Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: AR Business Unit: MDJUD

Trans " From . End
Description From Year oot Begin Lag First Open ToYear ToPeriod ‘O LastOpen

DEF Default 2011/ 12/ 0 [osmizo11| 2013 0@ 0 (04302013

B save | & RetuntoSearch | [Z] Hotify

Training Guide
Performing Period-End Reconciliation
and Closing

Step Action
20. The Open Period Update page displays.

Enter the desired information into the From Year field. Enter "2012".
21. Enter the desired information into the From Period field. Enter "1",
22. Click the_ Save button.
23. The Open Period Update search page displays.

Click the Look up PeopleSoft Product (Alt+5) button.

=
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Look Up PeopleSoft Product

People Soft Product:begins with ]|

Look Up Clear Cancel | Basic Lookup

Search Results

neral L edger
Inventor
roject Costing

X' GEARS

o

General Enterprise And Resource Support

Step Action

24, The Look Up PeopleSoft Product window displays.
Click the Bl link.
25. Click the Search button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Uni Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: Bl Business Unit: MDJUD

From Year From Period Begin Lag First Open To Year To Period End Lag LastOpen
2011Q | 12Q | o [o6m12011 2013 Q | 10/Q 0 (04302013

B save | & RetuntoSearch | [Z] Hotify

Training Guide
Performing Period-End Reconciliation
and Closing

Step Action
26. The Open Period Update page displays.

Enter the desired information into the From Year field. Enter "2012".
217. Enter the desired information into the From Period field. Enter "1".
28. Click the Save button.
29. Click the Return to Search button.

|,'1_:l Return to Search l
30. The Open Period Update search page displays.

Click the Look up PeopleSoft Product (Alt+5) button.

=
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Look Up PeopleSoft Product

People Soft Product:begins with ]|

Look Up Clear Cancel | Basic Lookup

Search Results

neral L edger
Inventor
roject Costing

Step Action

31. The Look Up PeopleSoft Product page displays.
Click the IN link.
i

32. Click the Search button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Uni Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: N Business Unit: MDJUD

From Year From Period Begin Lag First Open To Year To Period End Lag LastOpen
2011Q | 12Q | o [o6m12011 2013 Q | 10/Q 0 (04302013

B save | & RetuntoSearch | [Z] Hotify

Training Guide
Performing Period-End Reconciliation
and Closing

Step Action
33. The Open Period Update page displays.

Enter the desired information into the From Year field. Enter "2012".
34. Enter the desired information into the From Period field. Enter "1",
35. Click the Save button.
36. Click the Return to Search button.

|§_:{ Return to Search |
37. The Open Period Update search page displays.

Click the Look up PeopleSoft Product (Alt+5) button.

=
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Look Up PeopleSoft Product

People Soft Product:begins with ]|

Look Up Clear Cancel | Basic Lookup

Search Results

neral L edger
Inventor
roject Costing

X' GEARS

o

General Enterprise And Resource Support

Step Action

38. The Look Up PeopleSoft Product page displays.
Click the PC link.
39. Click the Search button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Busness Uni Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: PC Business Unit: MDJUD

From Year  From Period  Beginlag  FirstOpen To Year To Period EndLag LastOpen

2011 Q 12Q 0 |06/012011 2013 Q 10Q 0 |04/30/2013

B save | | & Retunto Search Hoify

Step Action

40. The Open Period Update page displays.
Enter the desired information into the From Year field. Enter "2012".

41. Enter the desired information into the From Period field. Enter "1".

42, Click the Save button.

43. You have successfully completed the Closing Regular Accounting Period topic.

You have learned how to:
- Close regular accounting periods
End of Procedure.

3.4 Posting a journal to an adjustment period

In GEARS, accounting periods are opened by module. For example, an accounting period could
be open for General Ledger transactions and closed for Accounts Payable transactions. In this
topic, you will enter, edit, and post a General Ledger journal to an adjustment accounting period
that is open.

After completing this topic, you will be able to:
o Verify that the journal posted to period 998, the adjustment accounting period.
Procedure

In this topic, you will enter, edit and post a journal to an adjustment period.
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Closing

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
i General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

E reate/Update Journal Entries

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

I New Window 7 Help . hiip

Create/Update Journal Entries

Find an Existing Value  [[ECF

Business Unit: MDJUD &

Journal 1D: NEXT

Journal Date: |11/01/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries search page displays.

Click the Add button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak » JoumnalEntry > Create/Update Journal Entries

ENew Window ? Help [ Personalize Page &, hip

SJE Type:

Currency Defaults: USD /CRRNT /1

Attachments (0)

Reversal: Do Not Generate Reversal

Entered By: VP1

Entered On:

Last Updated On:
& save| [ Notify | |4 Refresh |
Header | Lines | Totals | Errors | Approval

=l

Lines ( Totals ( Ermors | Approval
Unit: MDJUD Journal ID: NEXT Date: 110172012
Long Description: || [E]
*Ledger Group: ACTUALS @ Adjusting Entry: Non-Adjusting Entry -
Ledger: Q Fiscal Year: 201
*Source: ONL Q Period: 5
Reference Humber: ADB Date: 1101/2012
Journal Class: Q
Transaction Code: GENERAL  |@ I” Auto Generate Lines

I Save Journai incompiete Statug

™ Autobalance on 0 Amount Line

Commitment Control

Kenneth Schumacher

Eb Add | UpdateDisplay

Step

Action

The Create/Update Journal Entries - Header page displays.

Enter the desired information into the Long Description field. Enter "Enter, edit
and post a journal to an adjustment period".

Click the Adjusting Entry list.

Mon-Adjusting Entry

El

Click the Adjusting Entry list item.

[Adjusting Entry

Click the Lines tab.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > GeneralLedger > Joumals » JoumnalEntry > Create/Update Journal Entries

 Header " Totals | Erors | Approval

ENew Window 7 Help [& Personalize Page B, http

Unit: MDJUD Journal ID: NEXT Date: 1110112012
Template List Change Values
| InterfntraUnit | “Process: Edit Journal =1 | Pracess |

Personalize | Find | 1 |

- _ . Approp . Fund
Select  Line Unit Ledger SpeedType PCA Fund  Account Program WP AppropYr  Affiliate e

ro MDJUD @ ACTUALS [ Jal a[ al al a[ al - a [
| >

Business Unit Description
T MDJuD Office of Court/
Lines to add: 1 = m
Personalze | Find ] First Kl 1or4 O Last
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

| seve | [ Moty | s Refresh Add| | UpdateiDispiay |

Header | Lines | Totals | Erors | Approval

Step Action

10. The Lines tab displays.

Enter the desired information into the Speed Type field. Enter "00306".

11. Press [Tab].

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Enew Window ? Help [ Personalize Page B hitp

_ Header " Totals ' Erors ' Approval

Unit: MDJUD Journal ID: NEXT Date: 110172012

Template List Chanae Values

[ InterfintraUnit | “Process: [Edit Journal = Process |
Personaiize | Find | B |
Select Line  *Unit *Ledger SpeedType PCA Fund Account  Program :I‘.’:I'::' Approp Yr  Affiliate ;ml"
C | MDJUD @ ACTUALS 00306 i@} oozos, 30370 @ [Boos @ [A000BQ, aQ aQ
< | >
Lines to add: 1 =
Personaiize | Find | View A1 B 8 st K1 101 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

UpdateDispiay |

|B seve | [ Netity | Remresn

Header | Lines | Totals | Erors | Approval

tion, 0, SPEEDTYPE _SHOWSD);
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Step Action

12. Verify that the appropriate Chartfield values populate, including:
-PCA

- Fund

- Program

- Approp Number

13. Enter the desired information into the Account field. Enter "0401".

14. Enter the desired information into the Approp Yr field. Enter "AY2012".

15. Click the horizontal scrollbar to reveal the Batch Agency field.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

teader (ITEER) Totals |\ Errors ) Approval

& New Window ? Help [& Personalize Page [ hiip

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values

InterfintraUnit “Process: Edit Journal - Process

. L Approp Fund  Balch  Oper
Select Line CA Fund  Account  Program  APP™P  appropyr  Affilste oo = et e Curtency  Amount
Co | 03080, [3037Q (0401 (@ [BOD6 @ |[ADOOS, [AY2012Q aQ aQ a q [uso e
= |
Lines to add: 1 =
personaize | Find | View Al TE | B st Kl 4011 O Lot
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
B save | =] Notify | | Refresh B Add Update/Display
Header | Lines | Toals | Exrors | Approval

Step Action

16. Enter the desired information into the Batch Agy field. Enter "C15".

17. Enter the desired information into the Amount field. Enter "1981.00".

18. Click the Insert Lines button.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > Joumak > JournalEntry » Create/Update Journal Entries

ENew Window ? Help [ Personalize Page 1B, hitp
 Header " Totals | Erors | Approval

Unit: MDJUD Journal ID: NEXT Date: 11012012
Template List Change Values
| InterfntraUnit | “Process: Edit Journal =1 | Pracess |

Personalize | Find | I |
Select Line  Unit “Ledger SpeedType Pca Fund  Account  Program PP aporopyr  Affiliate P

O |1 MDJUD @ ACTUALS 00306 @ [oo308@, [3037, (0401 @ ([Boos |@ [Ao00B @ [Av2012Q a [ |
r 2 MDJUD @ ACTUALS Q [oo308y [3037Cy |: @ [Boos |G [a000B/Q [AY2012Qy Q [ |
| >

4

Lines to add: 1 =

Personalize | Find | Vie v Fist Kl 1071 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 3,962.00 0.00 N N

B+ A0e || Upsateisspiay |

|B) save | (=) notity | | Refresh |

Header | Lines | Totals | Erors | Approval

Step Action

19. On the second line, enter the desired information into the Account field.
Enter "2001",

Home | Workist | MuttiChannelConsole | Add to Favorites Sign out
Favorites - Main Menu > GeneralLedger > Joumak » JoumnalEntry > Create/Update Journal Entries

ENew Window ? Help [ Personalize Page 1B, hitp
 Header " Totals | Erors | Approval

Unit: MDJUD Journal ID: NEXT Date: 11/01/2012
Template List Change Values
| InterfntraUnit | “Process: Edit Journal =1 | Pracess |
Personalize | Find | I |
Select Line  ‘Unit “Ledger SpeedType PCA Fund Account  Program ﬁr":"s:r Approp Yr  Affiliate. :':;:’

C MDJUD @ ACTUALS 00306 Q [00308@, [3037y (0401 @ ([Booe |@ [a0o0s @ [av2012Qy o [ |
| - MDJUD G AGTUALS Q [o0306Q [037Q |t Q [Boos @ [ac008 @ [Av2012Q a [ |
| >

4

Lines to add: 1 =

Personaize | Find | View A1 B | 3 Frst K101 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 3,962.00 0.00 N N

|E save | [=) Notty | s Retresn | Add| | updateiDispiay |

Header | Lines | Totals | Errors | Approval
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Step Action
20. Click the horizontal scrollbar to reveal the Amount field.
21. Enter the desired information into the Amount field. Enter "-1981.00".
22. Click the_ Save button.
s
Step Action
23. Take note of the Journal ID.
Click the OK button.
24. Click the Process button.
| Process |
25. Click the Process list.
|Edit Journal .
26. Click the Post Journal list item.
[Post Journal |
27. Click the Process button.

| Process |
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Are you sure that you want to post this journal? (5010,45)

[0 caneat |

Step Action

28. Click the OK button to post the journal.
29. The journal is now posted.

NOTE: You cannot edit the journal after it has been posted.

30. You have successfully completed the Creating and Posting a Journal to an
Adjustment Period topic.

You have learned how to:
- Enter, edit and post a journal to an adjustment period
End of Procedure.

3.5 Closing Period 998

Period 998 in GEARS is a special period used for year end adjustment entries. This is sometimes
called "Period 13" in many accounting systems. In this topic, you will close Period 998.

After completing this topic, you will be able to:
e Close out Period 998
Procedure

In this topic, you will close the Period 998.
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Step

Action

1.

Move the scrollbar down.

2.

Click the Set Up Financials/Supply Chain link.
[l Set Up Financials/Supply Chain|

Begin by navigating to the Open Period Update page.

Click the Business Unit Related link.
Business Unit Related

Click the General Ledger link.

Click the Open Periods link.

Click the Open Period Update link.
|Dgen Period Ugdatg

Open Period Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

PeapleSaft Product: [ begins with =] | Q
Business Unit: = > Q.
Ledger Group: = = Q

Search Clear  |pasic Search Save Search Criteria

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update

& New Window 5, hitp

Step

Action

The Open Period Update search page displays.

Click the Look up PeopleSoft Product button.

=
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Look Up PeopleSoft Product

PeopleSoft Product: [ begins with ] |

" LookUp | Clear | Cancel BasicLantun
Search Results
I 1
BE  Accounts Pavable
Accounts Receivable

General Ledger

Project Costing

Step Action

8. The Look Up PeopleSoft Product window displays.
Click the GL product link.
GL |

9. Click the Look up Business Unit button.
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Look Up Business Unit
Business Unit:[begins with =]
iton:[5eains win =] |
mmmaasmwmup
Search Results
Step Action
10. The Look Up Business Unit window displays.
Click the MDJUD link.
MDJUD
11. Click the Look up Ledger Group button.

=
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Look Up Ledger Group

Ledger Group:[begins with [=] |

|/ Lookp | Clear || Gancel |gasic Lastup

Search Results

Description

Actuals Ledger Group

Detail Ledger Group

Operating Detail Ledger Group
Operating Summary Ledger Group
Program L edger Group

PROJ GRNT Project/Grant Ledger Group

Step Action

12. The Look Up Ledger Group window displays.

Click the ACTUALS link.

13. Click the Sarch button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update

B New Window [ Personalize Page B, http

Open Period Update

People Soft Product: GL Business Unit: WMDJUD  Ledger Group: ACTUALS
o
K b Ledgers for  Unit
personalize | Find | B | 3 Fist 1) 46016 1 oot
Trans Type  Description From Year From Period FirstOpen ToYear ToPeriod LastOpen
DEF Default 2013 Q 11)Q,  05/01/2013 2014 Q 1Q 0713112013

PCA ProcurementCar | 2013.Q [ 1@ 05012013 (2014 | 1@ 0732013
POR Purchase Order [ 2013l [ 11 oswoie013 [z014a [ 1@ o7mim013
RCA Receipt Accrual [2013l@, [ 11l@ oswoteo13 [201da, [ 1@ omsieotz
REQ Requisition 2013 [ 1)@ osoi2013 [2014a [ 1@ o73i2013
N B o Unpost [(zo13@ [ 1)@ osoiz013 [z014a [ 1@ o7mie013

Include Adjustment Periods personaiize | B | #1011
*Adjustment Period *Adjustment Year Is Open Default
298/ | 2013.Q, = F

5 save [\ ReturntoSearch [=] Notify

Training Guide
Performing Period-End Reconciliation
and Closing

Step

Action

14.

The Open Period Update page displays.

Click the Is Open option. Deselecting this option will close the 998 Adjustment

Period.

15.

Click the_ Save button.
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Warning — Default Adjustment Period is not open. (3000,432)

Review selected updates if performing a Mass Update function

[

Step Action

16. Click the OK button.
17. You have successfully completed the Closing Period 998 topic.

You have learned how to:
- Close out period 998
End of Procedure.

3.6 Closing Period 12 (GL)
In GEARS, Accounting Periods are based on your fiscal year calendar. Since the Judiciary fiscal

year calendar begins on July 1st, July is period 1, August is period 2 and so on. Opening and
closing GL accounting periods is controlled by adjusting the range of open periods on the Open
Period Update page. If the From Fiscal Year = 2013, From Period = 12 and the To Fiscal
Year=2014, To Period=1, then GL is open from June 1, 2013 through July 31, 2013.
In this topic, you will close period 12 by adjusting the From Fiscal Year and From Period.
After completing this topic, you will be able to:

e Close period 12 for fiscal year 2013

Procedure

In this topic, you will close Period 12 (GL). This cannot be run until all other modules are closed.
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ORACLE

Favorites  Main Menu

|Menu - Classic

== X

Search:

I My Favorites

I> Maryland Judiciary

I> Data Expansion Tools
b Employee Sel-Senvice
[ Manager Self-Service

[ Supplier Contracts

I Customers

I Partners

I Products

b Catalog Management

I Promotions

I Customer Contracts

I Order Management

b Pricing Configuration

I Customer Returns

L Items

I Cost Accounting

I Vendors

I Procurement Contracts
I Purchazing

[ Inventory

I eProcurement

[> Services Procurement

I Sourcing

I Engineering

> Manufacturing Definitions
> Production Control

> Configuration Modeler

> Product Configurations
I Quality

I> Inventary Palicy Planning
I> Supply Planning

> Grants

I> Pragram Management
I Project Casting

I> Praposal Management
I> Maintenance Management
I Resource Management
[> Real Estate Management
I, Qiafinn

il

Training Guide

Home | Workist | MuliChannelConsole | Addto Favorites |

Personalize Content | Layout

Performing Period-End Reconciliation

and Closing

Sign out

? Help

of]

Step

Action

Click the scroll bar and scroll down.

Click the Set Up Financials/Supply Chain link.
[l Set Up Financials/Supply Chain|

Begin by navigating to the Open Period Update page.

Click the Business Unit Related link.
Business Unit Related

Click the General Ledger link.

Click the Open Periods link.

Click the Open Period Update link.
|Dgen Period Ugdatg
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Business Unit Related » General Ledger > Open Periods > Open Period Update

&0 New Window  ? Help B http
Open Period Update

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

-~ Search Criteria

Business Unit:

PeopleSoft Product:| begins with i Q.
Ll
P o5 A E—

Search || Clear |Basic Search [F) Save Search Criteria

Step Action

7. The Open Period Update search page displays.

Click the Look up PeopleSoft Product button.

Look Up PeopleSoft Product

People Soft Product: [begins with =] |

LookUp || Clear || Cancel pasiclookup
Search Results

100 First [4] 1-ecfe [5] Last

Peopl Soft Product Description |
counts Payable
ccounts Receivable|

General L edger

Project Costing
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Step Action
8. The Look Up PeopleSoft Product window displays.
Click the GL link.
9. Enter the desired information into the Business Unit field. Enter "MDJUD".
10. Click the Look up Ledger Group button.
Look Up Ledger Group
Ledger Group:|begins with i|
| Lookup || Clear || Canesl |Basic Lookup
Search Results
Step Action
11. The Look Up Ledger Group window displays.
Click the ACTUALS link.
12. Click the Search button.
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OoRrRACLE
Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger > Open Periods > Open Period Update

B Newwindow 7 Help [ Personalize Page [ htip

Open Period Update

People Soft Product: GL Business Unit: WMDJUD  Ledger Group: ACTUALS

Trans Type Description From Year From Period First Open To Year To Period Last Open
DEF Default 2013)@, 12/, 06/01/2013 2014)Q 1Q, 07/31/2013
PCA Procurement Car 2013)@ 12/ 06I0112013 2014/ 10, 073112013
POR Purchase Order 2013/@ 12/ 06/01/2013 2014/Q 1Q 073112013
RCA Receipt Accrual 2013)@ 12/, 06/01/2013 2014)Q 1Q, 073112013
REQ Requisition 2013)@ 12/ 06/01/2013 2014/ 10, 07/31/2013
UNP GL Joumnal Unpost 2013/@ 12\ 06/01/2013 2014)Q 1Q 073112013
| B | o1
Period Year Is Open Default
998/Q 2012/Q F =2

5 save [\ ReturntoSearch [=] Notify

Step Action

13. The Open Period Update page displays.
Enter the desired information into the From Year field for Default. Enter "2014".

14, Enter the desired information into the From Period field for Default. Enter "1".

15. Enter the desired information into the From Year field for Procurement Car.
Enter "2014".

16. Enter the desired information into the From Period field for Procurement Car.
Enter "1".

17. Enter the desired information into the From Year field for Purchase Order.
Enter "2014",

18. Enter the desired information into the From Year field for Purchase Order.
Enter "1".

19. Enter the desired information into the From Year field for Receipt Accrual.
Enter "2014".

20. Enter the desired information into the From Period field for Receipt Accrual.
Enter "1".

21. Enter the desired information into the From Year field for Requisition.
Enter "2014".

22. Enter the desired information into the From Period field for Requisition. Enter "1".

23. Enter the desired information into the From Year field for GL Journal Unpost.
Enter "2014",
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Step Action

24, Enter the desired information into the From Period field for GL Journal Unpost.
Enter "1".

25. Click the Save button.

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Set Up Financials/Supply Chain > Business Unit Refated > General Ledger > Open Periods > Open Period Update

& New Window 7 Help [ Personalize Page [, hip

Open Period Update

People Soft Product: GL Business Unit: WMDJUD  Ledger Group: ACTUALS

Trans Type  Description From Year From Period First Open ToYear  ToPeriod  LastOpen
DEF Default 2014/Q 1)Q 0700112013 2014/Q 1Q 073112013

PCA ProcurementCar | 2014.@ [ 1@ 07012013 [201da, [ 1@ ommieotz
POR Purchase Order 2014 [ 1@ omotz013 [2014a [ 1@ o7mi2013
RCA Receipt Accrual [T20da [ 1l omoteotz [201da, [ 1@ ommieotz
REQ Requisition 2014 [ 1@ omotz013 [2014a [ 1@ o7mi2013
UNP GLJoumalUnpost | 2014Qy | 1Qy 07012013 2014Q | 1Q 0712013

*Adjustment Period *Adjustment Year Is Open Default

008 Q | 2012Q, = =

[ save | 2 RetumtoSearch [Z] Motify

Step Action

26. Notice that the First Open column displays "07/01/2013", which is the new
accounting year.

217. You have successfully completed the Closing Period 12 topic.

You have learned have to:
- Close out period 12
End of Procedure.

Course Summary

N

Congratulations!
You have successfully completed the YE400 Performing Period End Reconciliation and Closing
Activities course. In this course, you have learned how to:
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Close purchase orders

Close PO lines on open purchase orders

Review open POs and run the manual PO rollover process
Close the budgets for a particular year

Open and close the adjustment period

Open and close sub-modules periods

Create adjustment journals

Close GL periods

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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